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In certain litigation, the City is required to provide unprivileged internal agency 
communications for inclusion in the administrative record of proceedings. The vast 
majority of these communications are in the form of emails. To comply with these legal 
obligations as to emails, I requested that attorneys in the Land Use Division with 
extensive experience facilitating and managing email searches develop an email search 
protocol that can be applied uniformly. Prior to preparing the protocol, these attorneys 
consulted with the City’s Information Technology Agency (“ITA”) and other City 
Departments regarding best practices for conducting email searches that are 
reasonably calculated to provide relevant emails while also expediting the search, 
collection, and review process. The following email search protocol is the result of 
those efforts. 

The goals of the Protocol are to: (1) ensure the Land Use Division is collecting 
all of the emails reasonably related to the project; (2) facilitate more expeditious 
responses to requests for records; (3) ensure privileged information and 
communications are properly segregated and not disclosed; (4) facilitate the expeditious 
preparation of the complete administrative record; (5) avoid overly expansive email 
searches that result in voluminous numbers of emails that are wholly irrelevant to the 
challenged project; and (6) efficiently utilize the resources of this Division and the City to 
properly and reasonably comply with the City’s requirements to obtain relevant email 
communications. 

I am directing all Land Use Division attorneys and outside counsel representing 
the City in land use litigation to follow this protocol when conducting email searches 
associated with the preparation of an administrative record. 

LAND USE DIVISION 
EMAIL SEARCH PROTOCOL 

The attorney responsible for obtaining project related emails shall complete the 
following steps: 

1. Request that the lead planner for the Project provide a comprehensive list of 
names and email addresses of all current and former City employees, 
including any alternative lacity.org email addresses assigned to or 
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accessible by employees, regardless of the department consultants, 
employees, and applicant representatives who participated in 
communications regarding the project. This would include employees in 
relevant proprietary departments, Council District offices and the Mayor’s 
Office. 

2. If not already included, add to the list obtained from the lead planner the 
following names and email addresses, including any alternative lacity.org 
email addresses: 

a. The Council Member in whose council district the project is located. 

b. The Chief of Staff and lead planning deputy for the council district in 
which the project is located. 

c. The Planning and Land Use Management Committee members and 
their respective Chiefs of Staff and Planning Deputies. 

d. The Mayor and her/his planning liaison. 

3. Determine from the lead planner whether a “short name” was used for the 
project which would be an appropriate search term. 

4. Complete an ITA Search form that lists all of the employee names and email 
addresses obtained through Steps 1 and 2 and the following search terms: 

a. Address(es) of project site. 

b. Project case file numbers. 

c. Project “short name”. 

d. Other focused terms reasonably calculated to capture project related 
emails. 

5. Send an email to each employee who has been identified as having participated 
in communications regarding the particular project that asks the employee if 
he/she (1) sent or received any communications utilizing personal email accounts 
or (2) created any documents that were saved on personal electronic devices. In 
the email inform the employee that in the future we may be required to obtain a 
declaration under penalty of perjury from the employee confirming the 
employee's response to the email’s requests. If the employee answers “no” to 
each question save the email response. If the employee answer “yes” to either 
question, request that the employee (1) forward unaltered any emails, including 
the complete attachments, sent or received on her/his personal email account to 
her/his “lacity.org” email account and (2) save to a City official server any 
documents saved on the employee’s personal electronic device. Request the 
employee notify you when she/he has complied with these requests and provide 
you with electronic copies of the documents the employee saved to the City 
server. Follow up with each employee until a response is received from each 
and every employee and compliance is obtained. If a Court orders the City 
provide declarations of City employees regarding their responses to the City’s 


Page 2 of 4 



request for emails, request the employee sign a short declaration under penalty 
of perjury confirming her/his compliance with this request. 

6. Planning Commissioners are not provided with City email accounts. However, 
the City has an obligation to collect emails to or from personal email accounts of 
the Planning Commissioners that relate to their work as Planning 
Commissioners. As such, if a Planning Commission participated in the project 
approval process, send an email to the non-City email account of each 
Commissioner of the relevant Planning Commission that asks the Commissioner 
if he/she (1) sent or received any communications utilizing personal email 
accounts or (2) created any documents that were saved on personal electronic 
devices. In the email inform the Commissioner that in the future we may be 
required to obtain a declaration under penalty of perjury from the Commissioner 
confirming the Commissioner’s response to the email’s requests. If the 
Commissioner answers “no” to each question save the email response. If the 
Commissioner answers “yes” to either question, request that the Commissioner 
forward unaltered any emails, including attachments, sent or received on her/his 
personal email account to an email address identified by the Commission Office. 
Request the Commissioner notify you when she/he has complied with these 
requests. Follow up with each Commissioner until a response is received from 
each and every Commissioner and compliance is obtained. If a Court orders the 
City provide declarations of Planning Commissioners regarding their responses 
to the City’s request for emails, request the Commissioner sign a short 
declaration under penalty of perjury confirming her/his compliance with this 
request. 

7. Submit the ITA Search form to the City Attorney’s Office ITA liaison for submittal 
to ITA. Confirm with ITA that all alternative email addresses assigned to or 
accessible by persons identified in Steps 1 and 2 have been listed on the form, 
and will be searched. Inform ITA that the search is for a CEQA matter which is 
entitled to preference for processing. Include on the ITA form any CMC or TSC 
dates. 

8. Determine which City employees identified in Step 1 and 2 are in City 
departments that use City email systems that are not managed by ITA. Request 
of those departments an email search of those employees’ email accounts 
utilizing the same search terms identified in Step 4. 

9. After receiving the results of the email searches performed, review results to 
determine if additional employees not originally identified by the lead planner are 
regularly included in email threads related to the project. If so, run a second set 
of email searches, for those additional email addresses only, using the same 
search terms. 

10. Review emails to determine if a privilege exempts any emails from disclosure. 
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11 Include all project-related unprivileged emails and their attachments in the 
Administrative Record. 

The Division shall not conduct department-wide or City-wide email searches as 
those searches both produce a grossly disproportionate number of emails that are 
unrelated to the project and fail to capture emails from former, retired or transferred 
employees. In addition, the Division shall not run searches using terms beyond those 
identified in Step 4 as it has been determined that the search terms identified in Step 4 
are reasonably calculated to produce those emails that are relevant to the particular 
project. 

If an attorney is currently using another process for obtaining emails related to a 
particular lawsuit, that attorney shall discuss with me the process that is being followed 
so that we can determine if it is appropriate to continue with that process or implement 
this protocol to obtain the relevant emails for that particular case. 

I recognize that there may be specific circumstances that require modifications to 
this protocol. Before an attorney proceeds with modifying the protocol for a particular 
matter, that attorney must obtain my approval. I welcome feedback regarding whether 
this protocol is meeting its goals and for refinements that will further the goals of the 
protocol. 
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